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- 4. The rapid expansion of OFC has mede 1t necessary to more than double
the stalf of the Finance Division OFC certifying and lialpon officer and to make
amata adjustnents in the work aseignments of personnel in the various
brang] and units serving the Agency as & whols. If present trends continue, .
it appears that further assignments and adjustwents will be necessary. In this
connection we have initiated a replacement and traindng progran which will pro-
vide, if negessary, for the allocation of work by OFC divisions or geograghical
aress to additional employess.

2. Contribubing to the necessity for realignment of facilitiss is the sub-
stantial volume of UFC business. notably routine matters, pertaining to travel
orders, advances, snd vouchers, which is conducted on a "walk through® basis.

It sppears that most travel order requests and accompanying requests for travel
advances are picked up by the traveler or his representative after approval with-
in his divigion or staff and are carried by hand to the Finance Iivision where he
walts for the necessary processing and issuance of ths advance. Due to the rels-
tiwhhrgammernfma@wmmammwsmma, and to the
fact thet many proceed abroad or are reapsigned ot an serly date, we find that it
is necessary to conduct an information serviee which is resscnably successful on
an individual bLasis; however, it 1s a contimuing problem bocauss of the rotation.
Many of thege employess are not aware that within the Pinance Division there is a
Registry Unit, Accounts Braneh, Payroll Section, illowance Section, Travel Section,
leave Unit, Credit Union, Hospitalization and Life Ingsurance Unit, and admindstra~
tive services in addition to the well-kuown [isbursing Uffice and Cortifying and
lizison staff detalled auclusively to UFC activities.

3. Aoother factor which contributes to misunderstanding and delays is the
necessity to handle various types of OPC business such ag staff snployee ascounts
and agent accounts under different security standavds. 4B a result, an employes
who lsarns the procedure for obtaining a gtaff smployee travel advance may be
eontused and utdlize a considersble amount of time in processing his next case
which may be one of the agent accounts.

k. In sddition to providing more personnel. we bellsve that o great deal
of confusion may be eliminsted, resulting in a worthwhile savings in time if we
eould issus a motice to the various divisions, staffs and employeas concerned.
This notice should briefly describe the varicus organizationsl units of the
Finance Division, procedures whish will permit the conduct of routine buginess
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in 8 sdndmum of time and the physical location to which vardous roubine docu-
ments should be submitied.

. Because of the enticipated further realigmnment of persomnel and serv-
m,ﬁw beligve such notice, agmcugh widely distributed, should be sontrolled
in a mannsy to provide recall and revision in order to eliminate the posaibility
of cutstanding ervonsous instructicns after such changes are made.

. If you agree with the above, it will be appreciated if a momber of your
&Wfém rﬁﬁ drafte of such notice now being prepared in the Finanse Division
with & view toward issuance ss a controlled OFC notice at an carly date and in a
form which will be mwst useful to all concorned.
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